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UAO3AOMS05: Office Management & Secretarial Practice
(Secretarial Practice) Total Marks :50

| Note: Figures to the rj ght indicate marks of the questions.
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(B)Match ‘A’ with ‘B’ (5)
A B
Charter Company Jonson & Jonson

Government Company Brooks Cable India(P) Ltd.

Public Ltd. Company - BHEL
Private Ltd. Company Hindustan Lever Lid,
Foreign Company Easte India Company
, - ¥4l
Ya4:¥ Filling the blanks (10)
']’Y\?u}(

1. is noADevices. (Bar Code Reader, Printer, Scanner)
2. is output Devices(VDU, Scanner, OMR)

3. isuse in competitive Examination Evaluation(OMR, Scanner, Digitizer)

4. is use for data calculation(Excel, Power Point, Word) - -

5. isuse for presentation {Excel, Power Point, Word)

6. minimum and maximum shareholders of the Public limited
company (2,7,50, unlimited)

- 7.Bar —Code reader is Devices.(Input,Output)

8.0ptical mark reader (OMR) is Devices. (Input, Output) ony.
9. “maximum partner in banking partnership firm(7,10,20,50)
10. meeting is held once during its life-ﬁme(Statutory, AGM, Board)
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